Instructions for Vendors (Individuals) to Activate or
Register an Account on the State’s Accounting System

Revision: December 6, 2010

Activating an account on AdvantageME allows a vendor to perform account maintenance such as
updating an address.

AdvantageME Vendor Self Service
Vendor Registration or Activation Instructions

All Vendors must be registered or must activate their account with the State of Maine prior to the
release of any payments. Below are the instructions for vendors to complete either a full
registration or activation. (Full Registration - is for vendors that have not done business with the
State of Maine previously. Activation - is for those vendors that have done business with the State
of Maine)

1. To start the process go to the following link:
http://www.maine.gov/purchases/vendorinfo/vss.htm

Click on the web address under: For Windows, Vendor Access
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2. Once on the VSS Login screen, you will need to go to “New Users” and click on the blue register
button.

Venpor Sevr Sem

Welcome to the AdvantageME Vendor Sel
Service System

Hew Users
Registered Users
= AcTound Maantenance
£ to Socitations - Add my Company
. Al My BCHION o existing account
» Create User 1D for existing account

Uzer Mame

Password Public Access

Loai - Vig'w Posted Sobcitations
ogin « View Avweard Notices
Eoiged Your Passwoid? Cligk Hers « Vie'w vendar (o wendor solicitation comments

Copyright @& 2001, 2005, CGl-AMS Inc. All Rights Reserved Use of this software is subject to CGI-AMS license agresment
AME Advarfage ® is & registered irademark of CGLAMS Inc

3. On the next screen, you will first need to print the page so that you have all the necessary
information needed to complete a Full Registration (if applicable). Then scroll to the very bottom
of the page and click on the blue “continue” button.

2 Seve Se Home  ielp  Accessbesy  Logow

AdvantageME

Registration Requirements

‘Welcome to the Stale of Maine’s Vendor Self Service (VSS) Website
To wiew demonstrations oTVSS funclionality, please chick b
Aleady registered? Click taes 1o login, Otherwise, continue below,

Flease assamble the following information befone continuing with your registration. Note that a partialty cornpleted registration will nol be saved, S0 you will need 1o cornplete the registration proces
imone sitting. It should take 5 - 10 minutes fo complete

Information on each location frstlocation enterad will be considered the Headguaners)
Tax ID Nurmber (EIN or S8N)
Legal Business name
Gontact inforrmation
< Actount Administralor (Derson responsible for your account)
= Marme
s Address
= Email
= Phone
= Fax
& Procurement Address
o PaymentAddress
Commodity Code(s)
© The NIGP codes describing the products andior senices you can offer the State of Maine

PLEASE NOTE: A completed and signed Form W-9 must be mailed or hand-delivered to;
Cffce ofthe State Controllar
Atin: Vendor Registration
Burion M. Cross Building, 4th Floor
14 State House Station
Augusta, ME 04333-0014

To downioad 3 W-3 form, please click on the "For Additional Informfation” link at the top of this page

CF\\C t This information was compiled by the Bureau of Employment Services for use by program participants. 2
areercnier . . o

The Maine Department of Labor provides equal opportunity in employment and programs.
Auxiliary aids and services are available upon request to individvals with disabilities.

The Maine Employment Resource



4. On the next screen, you will need to enter your last name; then select the “search” button.
Continue to hit “next” until you locate yourself or get to the end of list and determine that your

. .
name isn't on it.

"'r'.ri NIMIR '\I LI L'\F BVICE

AgvantageME

Search for your company location

Flease enter all or part of your cormpany narme and click Search’to see If your location is already registerad

CompanyName | [ Search |
Locwtion Name | AlissDEA | HO Account | Activated

5. Ifyou only need to Activate your information, you should see this view with your name listed, it
should have a “yes” in the Headquarters column and “no” in the Activated column, then select
“activate account” which you will see to the right side of the screen on the highlighted line with
your information. If you only need to activate your information, please proceed to Page 5 to
continue the process.

If “yes” appears in both columns, then your account has already been activated. If you do not
know your User ID or password, please call the Division of Purchases' VSS Help Desk at (207)
624-7889 or email VSS.helpdesk@maine.gov.

’,’ lh\\\ - Vesvor Sevr Service

AdvantageME

Search for your company location
TO BE USED AS AN EXAMPLE Geprasi], .,
ONLY

Please enter all or part of your company name and click Search*te see if your location is already registered

company Mame : [abc m

DBAPF |

ABC LEGAL SERVICES NC

Axtivabe Accound
ABC PLAYSCHOOL CORP-DEA THE CHLDRENS GARDEN OF AB  STATE AGEMCY LISE ONLY Yes Mo SRS
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OR YOU MAY SEE

6. Another view does not have your name listed; in which case you will need to register fully and
would select the blue “New Registration” button. If you are completing a “New Registration,” skip
to the instructions beginning on Page 8.

NN

AdtvantagreME

Search for your company location

| TS
Please enter all or part of your company name and ¢lick Searchto see if your location is already renlstered
| Legal Heme | Location Hame | Akas/DEA | 10 Account | Activated
I3 o company listed 7
es, but my Location is not actvated * Click Actvale Account foiite account you wish 1o actvale
Yes, | found rmy Headguarters bul not my Location * Click Aod Locabion g I5 & new Location for the existing Headguarters
Mo, Register Now * New Registration
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7. ACTIVATION ONLY INSTRUCTIONS

a) On the next screen, you will find a box for vendor verification password. Here you will need to
enter your Social Security number then select the submit button. (Enter your Social Security
number with no dashes or spaces, only the digits)

AdvantageME

Verification Required

Vendor Varification Password - | Submit Return to Vendor Name Search

Headgquarears

Fasswords are sel by your Account Adrmindstrator. Hyou don know the passward, see the

A count Abinistraton contactinfomation below

Principal Contact ;

Emall
Phone
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b) The next screen will be a Memorandum of Agreement. You will need to read the terms and
select the “accept terms” button in order to proceed with the rest of the process.

AdhvantageME
Memorandum of Agreement

State of Maine
Wendor Self Service (VEE)

Thank you for your interest in providing goods andior $endces 10 the Stale of Maine. In order to register as a Vandor with Maine's Var
Memorandum of Agraemenl.

Bty submitting this electronlc vendor regisiration, you cerify and warrant thal you are duly authorized by the Vendor 1o
1. ragister the Vendaor,
2.1ile, an behalf of the Vendor, all of the information requested in this registration process, and
3. ender inta this Agreement on behall of the Vendor

Furthermaore, you herely agree on bahall of the Vendor and for the benedit of @ach authorized State agency that

1. Al procurement transactions made, inwhale arin pad, wilizing the State of Maine's electronit procutemant salutien shall withi

2. The Vendor shall use W5S vendor registration update funclionality to update the Yendor's registration information whenever ne
accurate and complete at all imes

3. The Vandor heraby wamants that the information provided by the Vendor through the VES registration update functionality shall
warranis that each authorized Stale agency shall be antilled at all imes to rely conclusivvely on the currency, acturacy and completen
registration and V55 registration update functionality as of a given date even if different information is or has bean available 1o or red
than the V8 realsiration and regisiration update functionality

Thiz Agreerment shall remain in effact for a5 long as the Vendor is registered as a VB8 vendor Al rights are reserved to cancel that
ragistration is cancelled, the Vendor shall rermain bound {0 this Agreement in regard 1o the completion of any condract, purchase ore
adooinisterad o whole or in par using VES

! Accept Terms I Reject Terms
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c) On the next screen, you will need to fill in blocks. Those that have a “*” (red asterisk) are

required; then select the blue “next” button.

ACTIVATION ONLY

The screen below is for those vendors that are activating their information only. This is what
you will see after selecting the “accept terms” button

el AcChubRty Lo

User Infarmation
Pleage establish a unique UseriD (Login D) and Password Passwords and User ('S are tage sensilve and Should bé alpnanumenc

Legal Name

¥ Dear Nare (zase sensitve) | Passirt: | H—-

Casa Sansdhve Case Sensitve

'First Name | 'Rehpe Password H
‘Last Name | *Bacurly Question

—-.' "Eal | 5 Eecurw&nswer
ﬁ Phore:| — ‘Relype Securty Answer - ‘

Fiarmat X000

Etension Fomm SOEX0000
Cancel Registration

After clicking the “next” button, your account activation is complete.
In the upper right hand corner, click Logout; this will return you to the
Welcome to AdvantageME” screen.

You can now use your newly created user name and password to log in to perform account
maintenance, such as updating your address or phone number.
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If you could not locate yourself in AdvantageME, click on “New Registration”

NEW FULL REGISTRATION-For individuals that are doing
business with the State of Maine for the first time.

For those vendors that are completing a Full Registration the screen on the next page is what you

((*”

will see after selecting the “accept terms” button; again blocks that have a (red asterisk) next to

the words must be filled in. There are 9 steps in a full registration before you are able to finalize
and submit.

NOTE: This site does not automatically SAVE when you exit. Please resolve any errors and do
not exit this site until you receive a confirmation of successful registration. Failure to complete
registration will require all fields to be re-entered when you return to the site.

Step 1:
In the block “Location Verification,” go to the pull-down menu next to “Verify My Locations by”
and select: Taxpayer ID

In the “Location Information and Legal Name” block, select “Individual” from the “Organization
Type” and “Classification” pull-down menus.

Enter your first name, middle name or initial and last name
Click “Next”

DO NOT enter your banking information in the EFT section during your initial registration.
Once you have been fully approved by the State of Maine as a vendor and have received an
approval email you can then login and enter your banking information if you so desire to receive
electronic payments. You will also be required to complete the form at:

www.maine.gov/osc/pdf/forms/eftactivate v3.pdf

The signed form along with a voided check or deposit slip will then need to be mailed to:

OFFICE OF THE STATE CONTROLLER
ATTN ACCOUNTING STAFF

14 STATE HOUSE STATION
AUGUSTA ME 04333-0014

Incomplete forms will not be processed.
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Home  Help  Accessibility  Logou

Step 1: Business Information

This page allows you o enter general information about your organization. Fields with a red asterisk (') indicate required fields, Fields
withaut an asterisk are optional fields that da not require information 1o complete vendar registration

NOTE: This site does not autamatically Save when you exit Please resolve any erors and da not exitthis site until you receive a
confirmation of successful registration. Failure fo complete registration will require all fields to be re-entered when you retum fo the
e  Next> |

wLocation Verification X
Thiz section wil be used to extablish & password that other locations within your company will be required to use when regstering & new location for your r.ompnnyJ

"Verfy My Locations by | v

The below figids are required only ¥you selected Craale My Own" above.

Vendor Verfication Based on : |
Vendor Verification Password : I
Confirm Verification - |

T -l ocation Information and Legal Name
Please compiete this information that wil be used to define your organization and create your legal name, Values entered in either the First, Middle, and Last Hame fields, or the Company llame field, will be us
to créate your Legal Name,

*Organization Type : | v ‘Classification v

Iyour TiN Type is SSN, sefect Legal Name

iﬁ:c’fgmmﬂ;” datl il masoea:[
FirstNamme [ LocatonName:[
WodleName:[ webAdgess:[
Lastame:[ W-B Fom: | v
Company Name | I—

wEFT lnformation 1
It you woud like 1o use Electronic Funds Transter (EFT) to receive your payments, please complete the infarmation within this section,

B Ty
Bank Narne Routing 1D Number - :

MR T -E Specific account number if account
number is @ pooled account

EFT Sfatus :

DO NOTENTER YOUR BANKING INFORMATION IN THE EFT
SECTION DURING YOUR INITIAL REGISTRAION; ONCE YOU HAVE
Aoy BEEN FULLY APPROVED BY THE STATE OF MAINE AS A
VENDOR AND HAVE RECEIVED AN APPROVAL EMAIL YOU CAN
THEN LOGIN AND ENTER YOUR BANKING INFORMATION IF YOU
SO DESIRE TO RECEIVE ELECTRONIC PAYMENTS. ENTERING
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Step 2:

Fill in all of the required fields as noted by the «k»

Click “Next”

(red asterisk)

C-© HRAGLAKXORHE-L a-ox

Home  Help  Accessibility

Logout

help & advice

Step 5 Procurement Addres Step 2: User Information
Step 6: Payment Address Flease estahlish a unigue User ID (Login D) and Password faryour VS Accaunt Administrator. Passwaords and User ID's are case
Step 7 Biling Address sensitive and should be alphanumeric. Please make note of your User 1D and Password for fufure reference.
Step & Bidding Ineresis _‘ Back_‘ Next >
Step 9 Preview & Submit Re L i
Lisa Baldini

- wUser Information

‘UserlD: || ‘Pagsword I

Case Sensiive and must be between 4 Case Sensitive and must be bebveen 3 and
and {6 characters In Jength. 18 characters in Jength.

*First Mame : i— ‘Retype Password l—

‘LastMame:[ “Security Question | v
‘Email l— "Security Answer I—
*Phone : l— *Retype Security Answer I—

Format XXX

Extension :
Fax:

Additional Resources & Informatian: < Back || Next >

» Agyou complete each step and move to the nex step, the systern will check for errors
» Ifthere are errors
o Ahighlighted error notification message will be displayed atthe top of the page
o Clickthe "Here" link in that notification to see the errrs.
o roumust correct the errars indicated before continuing to the next step
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Step 3:
e Fill in your Social Security number in the “Taxpayer ID Number” block.
e Choose SSN from the “Taxpayer ID Number Type” pull-down menu.
e Fill in your name and address, leaving the “Business Name” block empty.
e Click “Next”

If you enter a taxpayer ID number that is already registered, you will receive an error message and
won’t be able to continue. If this occurs you should click logout and attempt to locate yourself
using the instructions on page 2.

i
."'lz_-ﬁlx

D P4O % -1

Home  Help  Accessibility  Logout

Step 1: Business Informatior »|  Step 3: W-9 Infermation
Step 2 Uset Informetion | Please enter information from your W-3 form (Request for Taxpayer [dentification Mumber and Certification)
~ Step 3 -9 Information
Ldd Mew Taxpavyer D by
Taxpayet ID Mumber Alret
Step & Account Administrat

rwAdd New Taxpayer ID Number
iy

T Sten Procurerert Addre: Taxpayer (D Number

Step B Payment Address
Step 7 Biling Address No spaces o dashes

_ Sten® Biding Inferests wpaver D MumberType:[ v
Sten 9 Preview & Submit Re

Legal Narme on'v-9:
Busingss Mame :

I different from Legal Name

Address ; T—

o[
State | v

ZIF Code

r*Taxpayer ID Humber Already Registered
R uze a Taxpayer (D Mumber slready on file by entering the Taxpayer ID Mumber and Type here, This option may apply it more then one business location shares the same Taxpayer ID Mumber and iz slready registered in this system,

Use Existing Taxpayer ID Mumber
Taspayer |0 Number Type :

Additional Resources & Informatian: < Back || Next >

» Agyou complete each step and move to the nex step, the syster will check for errars
» Ifthere are errors:
o Ahighlighted error notification message will be displayed at the top of the page
o Clickthe "Here" link in that notification to see the errars.
© You must correct the errors indicated before continuing to the next step

[
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Step 4:
You are the Account Administrator, enter your data here.
Click “Next”

B LNO R 5% E-LJ -

Home  Help  Accessibility  Logout

portunities  Wendor Redistration  Farn &l Informeation

Step 1: Business Informetion | Step 4: Account Administrator Address
" | Please enterthe address ofthe administrator of this account. Please note that Account Administrator, Procurement and Payment E

alddresses are required for vendor registration
< Back || Next>

~wAddress Information
Pleaze complete the address information belove for your Account Administrator

‘Btrest1: ‘Phaone
5
Step I: Biling Address Street2: Phone Extension :

Step & Bidding Inierests

Step & Preview & Submit Rt "City Country: | United States b

*ElatesProvince | v

*ZipiPostal Code : Additional Address Info.

rwContact nformation
Please complete the contact information below for your &ccount Administrator

*Principal Contact : ‘Phone : Alternate Phone
Ermnail : Fhone Extengion Alternate Phone Extension
Caorrespondence Type Fax: Alternate Fax

bContact Address
Eomplete this section OMNLY if you are adding & Contact and the Contact uses a different address than the address listed below |

Additional Resources & Informatian: < Back || Next >

» Agyou complete each step and move to the nex step, the syster will check for errars
» Ifthere are errors:
o Ahighlighted error notification message will be displayed at the top of the page
o Clickthe "Here" link in that notification to see the errars.
© You must correct the errors indicated before continuing to the next step

[

Once you have entered your data as the account administrator, you can click the
Account Administer button for the Procurement and Payment addresses, Step 5 and 6
and the data will auto fill.
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Step 5:

Click in the circle next to “Account Administrator.” The form should automatically fill in

the needed information.
Click “Next”

QO-© NG PHO & E-LJ

add mare than one Pracurement address, you may do 5o under "Account Maintainence" after you complete your registration and lag in

Copy Address and Cortact Information From: O Account Administrator

Sten B Payment Address 2
T oton T Bl ddrees | TAddress Information

|Flease entar the address where we should send your purchase orders. A Frocurement Address is requirsd for vendar registration. [fyou need o

< Back | Ne:

Step 7 Biling Address

e e | #dd & new Procuremert Address by completing the information below.

Sten 9 Preview & Subimit Rt ‘Street 1 : *Phone :

Street2: Phaone Extensian

ity Country |Umted States

*StatesProvince : | v

‘ZipfPostal Code : Additional Address Info

- wContact Information

Provide a contact for your Procurement Adcress by completing the information belowe.

Principal Contact : Fhone: Alternate Phone I
Email Phone Extension Alternate Phone Extension I
Correspondence Type Fax Alternate Fax I

BContact Address
Eomple«e this section OMLY if you are adding & Contact and the Contact uses a different address than the address listed below |

Additional Resources & Information:

» Az you complete each step and move to the next step, the systern will check for errors.
» Ifthere are errors:
o Ahighlighted errar natification message will be displayed atthe top ofthe page
a Click the "Here" link in that notification to see the errors
o You rust correct the errors indicated before continuing to the next step

< Back | Mext>
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Step 6:
Click in the circle next to “Account Administrator. The form should automatically fill in

the needed information.
Click “Next”

f."l!.—ﬁlx

Home  Help  Accessibility  Logout

Step 1: Business Informatior ~ Step -3 Paymem- Address -~
e Flease entar the address where we should send your payments. A Fayment Address is required for vendor registration. Ifyou need to add mare than

Step 5 WA Information one payrment address, you may do 5o under "Account Maintainence” after yau complete your registration and log in

Step 4 Secount Administrat
Step & Procurement Addres

Copy Address and Cortact Information From: O Account Administrator

C i

Contact Address < Back | Mext> |

Step 7 Biling Address
Step 8 Bidding Interests - wAddress Information
Sten 9 Preview & Submit B \add & new Payment &ddress by completing the information kelow

*Gireet1 *Phone
Street2: FPhone Extension :
ity Country : | United States ~

‘StateiProvince : | -

‘ZipiPastal Code © Additional Address Inf. ©

~wContact Information
Provide a contact for your Payment Address by completing the information below

Principal Contact : Fhone : Alternate Phaone
Ernail : Fhone Extengion Alternate Phone Extension
Correspondence Type Fax: Altarnate Fax

bContact Address
Eumplele this section OMNLY if you are adding & Contact and the Contact uses a differert address than the address listed bs\uw.|

Additional Resources & Information mm

#» Asyou complete each step and move to the nexd step, the systern will check for errors
e Ifthere are errors:
o Ahighlighted error notification message will be displayed atthe top of the page
a Click the "Here" link in that notification to see the errors

o Wt e vt Ho e fedin bl e b e b S e e

<

Steps 7 and 8: Click “next”

Step 9: Preview & Submit Registration

This page displays a summary of all information entered in the previous steps. Please review your
registration information below and print a copy for your records. If you need to make a change,
click the '‘Back’ button or navigate directly to the appropriate step using the left menu.

Click 'Submit' to complete your on-line registration. Canceling your registration will result in the
loss of all entered information.
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d) On the final page click on “submit registration”

Holp  Accossibiity  Loge

& atvie:

Verity & Submit Reglstration
Click the “Submit Registration’ bution to complete your on-ine registration. You miay review your registralion prior to submitting It by clicking on thi Back’ buttan or navigaling theough the regisiration
pages on the lef manu

Submit Registration

Cancel Registration

e) This will be the last page you will see if the activation was submitted correctly.

AdvantageME

Thank You!

Congrafulations, yau have complated the ragistration process. You may new [ogin 1o VES using the User Name and Passwond you just craaed.
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